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PART 1 - Federal Travel Regulations (FTR) and NASA Procedural Requirements (NPR) Guidance
The following guidance should be considered prior to making a Temporary Quarters Subsistence Expenses (TQSE) reimbursement method decision: 
 
§302-6.100 (FTR) - What am I paid under the actual TQSE reimbursement method?  
Your agency will pay your actual TQSE incurred, provided the expenses are reasonable and do not exceed the maximum allowable amount. The “maximum allowable amount” is the “maximum daily amount” multiplied by the number of days you actually incur TQSE not to exceed the number of days authorized, taking into account that the rates change after 30 days in temporary quarters. The “maximum daily amount” is determined by adding the rates in the following table for you and each member of your immediate family authorized to occupy temporary quarters: 
 
The “maximum daily amount” of TQSE under the actual expense method that 
For:
You and/or your unaccompanied spouse or domestic partner1 may receive is 
Your accompanied spouse, domestic partner or a member of your immediate family who is age 12 or older may receive is 
A member of your immediate family who is under age 12 may receive is 
The first 30 days of temporary quarters. 
The applicable per diem rate.          
.75 times the applicable per diem rate. 
.5 times the applicable per diem rate.  
Any additional days of temporary quarters. 
.75 times the applicable per diem rate. 
.5 times the applicable per diem rate.  
.4 times the applicable per diem rate.  
1That is, when the spouse or domestic partner necessarily occupies temporary quarters in lieu of the employee or in a location separate from the employee. 
 
§ 302-6.100 (NPR) - What am I paid under the actual TQSE reimbursement method? 
See FTR 302-6.100 above.  If you are authorized the actual TQSE reimbursement method, the actual number of days reimbursed on either a lodging's plus or lump sum amount househunting trip basis are deducted from the first 30-day period of authorized actual TQSE. 
 
§302-6.101 (FTR) - May my agency reduce my TQSE allowance below the “maximum allowable amount”?  
Yes, if the estimated daily amount of your TQSE is determined in advance to be lower than the maximum daily amount, your agency may reduce the maximum allowable amount to your expected expenses.  
 
§ 302-6.101 (NPR) - May my agency reduce my TQSE allowance below the "maximum allowable amount”? 
See FTR 302-6.101 above.  TQSE should be reduced or not allowed if you had adequate opportunity to complete arrangements for permanent residence quarters as the result of an extended TDY assignment at the new official station or other circumstances. However, if a TQSE is authorized, NASA has determined that for M&IE purposes, costs up to 45 percent of the daily maximum allowance will be considered reasonable. 
  
§ 302-6.204 (FTR) - Am I required to file a voucher after occupying temporary quarters if I selected the TQSE lump sum payment? 
No, you are not required to file a voucher after occupying temporary quarters (TQ) if you have selected the lump sum payment.  The intent of the lump sum payment is to simplify the process and eliminate the need for filing a voucher.  However, your agency may require that you sign a voucher or other document before they pay your lump sum TQSE to you and your agency may at any time request proof that you actually occupied TQ, even if not for the full length of time on which the lump sum calculation was based. In the absence of sufficient proof of TQSE occupancy, your agency may demand repayment of the TQSE lump sum payment in accordance with FTR 302-6.305. 
 
§ 302-6.305 (FTR) - Must we require transferees to sign a statement that TQSE will be incurred? 
Yes, transferees electing the TQSE lump sum payment option must sign a statement, which should be included as part of the service agreement, asserting that they will occupy TQ and will incur TQSE. If no TQSE are incurred, the transferee must return all monies advanced for the lump sum TQSE payment to the agency. 
 
If electing Lump Sum, how does this affect the NASA traveler? 
NASA employees must file a voucher (Standard Form-1012) no later than seven business days before occupying TQ to ensure timely payment.  Additionally, if requested by NASA to provide proof of TQSE costs, the traveler shall fax proof to the NASA Shared Services Center (NSSC) within 30 days of the request.  If a proper receipt is not submitted to the NSSC within 30 days, a bill of collection will be issued to the traveler for the full amount of the Lump Sum TQSE Payment. 
PART 2 - TQSE Employee Binding Decision
In order for NASA to more effectively manage its Relocation Services Program, you will be required to make binding decisions concerning TQSE at the beginning of your relocation. Please indicate your choice on this form:  
 
I choose the following:
Employees must provide a lodging receipt to substantiate their claim for TQSE.  Your lodging receipt must be one of the following: 
1. A commercial lodging receipt showing itemized costs paid, location, dates, and by whom occupied; or 
2. A temporary lease rental agreement showing the terms of the lease agreement accompanied with a proper proof of payment (See definition of a receipt in NASA's Guide to a Successful Move Appendix C).   
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